
 
U.S. Department of State 

INTERAGENCY POST EMPLOYEE POSITION DESCRIPTION 
 

Prepare according to instructions given in Foreign Service National Handbook, Chapter 4 (3FAH-2)         

1. Post  
Chisinau 

2.  Agency 
Department of State 

3a. Position Number 
 

3b. Subject to Identical Positions? Agencies may show the number of such positions authorized and/or established after the “Yes” block.  
 

 Yes      No 

4.  Reason For Submission 
       a.  Redescription of duties:   This position replaces 
  
               (Position Number)                    (Title)                                                       (Series)            (Grade)                            

      

       b.  New Position 
 
       c.  Other (explain)     

5.  Classification Action Position Title and Series Code Grade Initials 
Date 

(mm-dd-YYYY) 
a.  Post Classification Authority 
 

       
Warehouse Worker 

FSN-2  
 

  
 

  
 

b.  Other 
 

 
 

  
   

  
 

 
 

c.  Proposed by Initiating Office 
 

 
 

  
 

  
 

 
 

6.  Post Title of Position (if different from official title) 
     Warehouseman 

7.  Name of Employee 
      

8.  Office/Section 
     Property Management 

a.  First Subdivision 
     General Services Office 

b.  Second Subdivision 
     Management Section 

c.  Third Subdivision 
      

9.  This is a complete and accurate description of the duties and     
     responsibilities of my position. 
 
 
____________________________________________________ 
    Printed Name of Employee 
 
 
__________________________                    _______________ 
   Signature of Employee                                 Date (mm-dd-yyyy) 

10. This is a complete and accurate description of the duties and  
      responsibilities of this position. 
 
    
_____________________________________________________ 
    Printed Name of Supervisor 
 
 
______________________________               _______________ 
    Signature of Supervisor                                  Date (mm-dd-yyyy)  

 

11.  This is a complete and accurate description of the duties and   
       responsibilities of this position.  There is a valid management   
       need for this position. 
General Services Officer 
 ____________________________________________________ 
                 Printed Name of Chief or Agency Head 
 
 
__________________________________        _______________ 
 Signature of Chief or Agency Head                   Date (mm-dd-yyyy)                                                                        

 

12. I have satisfied myself that this is an accurate description of  
      this position, and I certify that it has been classified in  
      accordance with appropriate 3 FAH-2 standards. 
    Human Resources Officer     
____________________________________________________ 
         Printed Name of Admin or Human Resources Officer 
 
 
__________________________________                 _______________ 
 Signature of Admin or Human Resources Officer      Date (mm-dd-yyyy)                                                                        

                                                              
                   
 

13.  Basic Function of Position 

 
Performs manual supply duties, typically in Embassy Warehouse including pick-ups and deliveries of both 
expendable and non-expendable supplies. Assists in checking storage areas to insure that items of supply are 
properly stored in the correct locations, and that no safety or fire hazards exist. Keeps storage areas clean.  Drives 
Warehouse vehicle in performing the above-mentioned duties. 
 
 
 

14. Major Duties and Responsibilities                                                                                                                                               
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Supply items Delivery/Pick-up: 

 
Unloads incoming supplies, office and household furniture, and equipment. Opens packing boxes-or storage crates and breaks down pallet 
loads. May apply protective coatings to certain supply items. Moves supplies to proper storage areas, using fork lift trucks, hand trucks, and 
other materials handling equipment. Fills requisitions in accordance with instructions, picking items from storage areas, segregates and 
assembles them, and moves them to the warehouse checkout point. Assists in checking storage areas to insure that items of supply are 
properly stored in the correct locations, and that no safety or fire hazards exist. Drives Warehouse vehicle in performing the above-
mentioned duties.                                                                                                                                                                                75% 
 
Site Management: 

 
Keeps storage areas clean including organization of warehouse to comply with Post Policy and Safety regulations. Performs routine 
cleaning of warehouse space.   Assists in conducting inventories.                                                                                                                                                                                          
15% 
 
Additional Responsibilities:   

 
Embassy Event support and visit, aid in delivery/removal of event materials including set-up/take down of equipment.  Other duties as 
assigned.                                                                                                                                                                                              10%                                                                                                                                                          
 
 
 
**Note:  This position description in no way states or implies that these are the only duties to be performed by incumbent. Incumbent will be 
required to perform other duties as assigned by the agency. 
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15.  Qualifications Required For Effective Performance 
 
 
 
 
 
 
 

    a.  Education:   
 
Completion of high school is required. 

    b.  Prior Work Experience:  
 
Minimum six months of warehouseman experience or an equivalent combination of warehouseman and laborer experience are required.  

    c.  Post Entry Training:  
  
Incumbent will receive training in receiving, property management, and International Cooperative Administrative Support Services (ICASS) 
service standards, as well as customer service and minimal Non-Expendable Property Application (NEPA) training. 
 
 
 
 
 
 
 
 
 

    d.  Language Proficiency: List both English and host country language(s) proficiency requirements by level (II, III) and  
         specialization (sp/read):   
 
Level II (limited knowledge) speaking/reading/writing English is required.  Level III (Good Working Knowledge) speaking/reading/writing 
Romanian and Russian is required. 

    e.  Job Knowledge:   
 
Must be able to learn locations of various types of supply items and property items, and learn to recognize items by sight and from oral 
descriptions.  

    f.  Skills and Abilities:   
 
Must have local type B driver’s license.  Must be able to perform moderately heavy work and make heavy lifts at times.  Must be able to 
operate fork lift truck.  

16.  Position Elements 

a.  Supervision Received:   
 
Supervised by Storekeeper with additional direction provided by warehouse foreman 
 

b.  Supervision Exercised:   
 
None. 

c.  Available Guidelines:   
 
Supervisor’s oral instructions, 6 FAH-1, Post Furniture and Appliance Pool Policy. 

d.  Exercise of Judgment:   
 
limited 

e.  Authority to Make Commitments:   
 
none 

f.  Nature, Level and Purpose of Contacts:   
 
Contact with all Embassy Employees and Eligible Family Members and any residential staff while performing official duties, as well as 
contact with outside delivery agents for warehouse deliveries. 

g.  Time Expected to Reach Full Performance Level:   
 
One Month 
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